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TO: Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Administrative Officers
School Heads
Teachers and Non-Teaching Personnel
Others Concerned
DATE: October 10, 2023
SUBJECT: VACANCIES FOR NON-TEACHING POSITIONS
This Division is hereby accepting applications for the following vacant positions:

No. | Position Title/ Qualification Standards Place of Assign-
SG/ Monthly Education Training | Experience | Eligibility Competency | ment
Salary/ Item (if
Number e applicable)

1 Administrative & Skt

areer service
; ' El t
Officer I/ SG Balchelotrts dtr;gree — Noihi e —— ementary
11/ P27,000/ !'e ST e Required | Required Second Level
ADOF2-60161- job Eligibilit
2023 R
2 | Administrative T
. ' Elementar
Officer 1/ SG Ba[chelotrts dtigree None Noric (Professional)/ s
11/ P27,000/ E’e St Required | Required Second Level
ADOF2-80162- job Eligibilit
gibility
2023
3. | Project
c Servi Elementary
Development Bachelor's degree N [:ff‘l';szr::l:;
Officer 1/ SCG | relevant to the Nate d ey d s ; dll_ |
11/ P27.000/ job Required | Require E?c?br'll' eve
PDO1-60147-2023 i
3\ Project El
B C Service ementary
Development Bachelor's degree Nighe None [:::firssianal)/
Officer 1/ SG relevant to the 8
! Required | Required Second Level
11/ P27,000/ job Eligibility
PDO1-80148-2023
Address: Burgos St., Poblacion Oeste, Dagupan City ;l'lasr‘l:gmsmenl E: E.!
Telephone No: (075) 615-2645 | 615-2649 180 9001208 | R
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Republic of the Philippines
Bepartment of Education
REGION I
SCHOOLS DIVISION OFFICE DAGUPAN CITY

5. | Project
Development | Bachelor's degree Career Service Elementa
Officer I/ SG e e None ’ None (Professional)/ b
. Require Required S
11/ P27,000/ | job 4 4 Eﬁcf’;ﬁtme'
PDO1-60149-2023 B
6. | Project
Development | Bachelor's degree Nona Nona f:rrffi;zr:;; Elementary
i |
Officer I/ SG .rebevant fo the Required | Required Second Level
11/ P27,000/ |1° Eligibility
PDO1-80150-2023
7. | Project
DEV'ElOpment Bachelor's degree | Career Service Elementary
Officerl/ SG | relevanttothe | e None {Frotessiomatl/
X Required | Required Second Level
11/ P27,000/ | job : ; Eligibilit
PDO1-60151-2023 . Y
8. | Project e L 25 =1 4
Development Bachalor's degree Career Service Elementary
Officer I/ SG b tatha None None (Professional)/
11/ P27,000/ fob Required | Required Se.c:::rfc'i Level
PDO1-60152-2023 Eligibility

Please see attached job description for each vacant position.

Interested applicants are required to submit two sets of folders containing the following
documents:

Mandatory documentary requirements:

a. Letterof intent addressed to the SDS;

b. Duly accomplished Personal Data Sheet (CS Form No. 212, Revised 2017) with Work Experience
Sheet, if applicable;

c. Photocopy of valid and updated PRC License/ID, if applicable;

d. Photocopy of Certificate of Eligibility/Rating, if applicable;

e. Photocopy of Scholastic/academic record such as but nat limited ta Transcript of Records (TOR) and
Diploma, including completion of graduate and post-graduate units/degrees, if available;

f. Photocopy of Certificate/s of Training, if applicable;
Photocopy of Certificate of Employment, Contract of Service, or duly signed Service Record,
whichever is/are applicable;

h. Photocopy of latest appointment, if applicable;

i. Photocopy of Performance Rating in the last rating period(s) covering one (1) year performance in
the current/latest position prior to the deadline of submission, if applicable;
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Republic of the Philippines

Bepartment of Eduration
REGION X

SCHOOLS DIVISION OFFICE DAGUPAN CITY

J. Checklist of Requirements and Omnibus Sworn Statement on the Certification on the Authenticity
and Veracity (CAV) of the documents submitted and Data Privacy Consent Form pursuant to RA No.
10173 (Data Privacy Act of 2012), using the attached form, notarized by authorized official: and

k. Other documents as may be required by the HRMPSB for comparative assessment, including but
not limited to:

I. Means of Verification (MOVs) showing Outstanding Accomplishments, Application of
Education, and Application of Learning and Development reckoned from the date of |ast
issuance of appointment; and

ii. Photocopy of the Performance Rating obtained from the relevant work experience, if
performance rating in item | is not relevant to the position to be filled, if applicable.

: Deaﬂliﬂe ﬁ% submission of abovementioned documentary requirements shall be on
mET 2 | . Individuals who failed to submit mandatory documentary requirements
(items a to j) on the set deadline shall not be included in the pool of official applicants. However, non-
submission of documentary requirements (item k.) shall not warrant exclusion from list of official
applicant.

No additiocnal documents shall be accepted after the deadline.

Documents shall be fastened in a long folder in an orderly manner with proper ear tabs and shall
be submitted thru personal delivery or courier addressed to:

ROWENA C. BANZON, CESO V

Schocls Division Superintendent

Department of Education, Division of Dagupan City
Burgos St., Poblacion Oeste, Dagupan City

Applicants may also send their application thru the official email address:

depeddagupanhr@gmail.com.

The schedule of activities for assessment will be sent thru email address of qualified applicants.

This Office highly encourages all interested and qualified applicants including PWD and members
of indigenous communities to join the assessment.

As reference for assessment, applicants are encouraged to refer to DepEd Order No. 007, s.

For information and guidance. e )

ROWE] SANZON, CEBO V
Schoo ision Superfn gp/

2023.
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Job Description — Ver. 2

& LN
3 ,@ i JOB DESCRIPTION JD No. Revision Code: ____
NGnar
Department of Education
Position Title Project Development Officer | Salary Grade 11
Parenthetical Title None Governance Level School
Unit Elementary School or Junior High School Division None
Reports to School head | Effectivity Date None
Positions Supervised None Pagels
TRkl JOB SUMMARY

Under the direct supervision of the School Head, the position ié_fésponsible for facilitating the implementation of the various programs,
projects, and activities initiated by the School or mandated by the DepEd Central Office at the School level. The position is expected to
perform ta_sks or roles related to program management and implementation, coordination, partnerships, and advocacy in the schoal.

QUALIFICATION STANDARDS

A. CSC Prescribed Qualifications

Education

Bachelor's degree relevant to the job

Experience

None required

Eligibility

Career Service Professional (Second Level Eligibility)

Trainings

None required

Page 1 of 2



Job Description — Ver. 2

Key Result Areas

Duties and Responsibilities

Program
Management and
Implementation

of the School Head:

a. Prepare and submit a plan to execute the programs, projects, and activities at the School level anchored

on DepEd policies and guidelines

b. Consolidate the programs, projects, and activities to be conducted on a School-based Calendar
c. Coordinate with concerned School personnel for the required support, resources, and documentary

reguirements

d. Facilitate and monitor the conduct of program, projects, and activities in the School and regularly report to

the School Head about the status of implementation

e. Collect, consolidate, and provide a basic analysis of data related to the implementation of the programs,

projects, and activities
f. Prepare and submit relevant reports

Facilitate the overall preparation and conduct of programs, projects, and activities under the direct supervision

Provide support to the School Planning Team (SPT) in the preparation and implementation of School plans.

Program
Coordination and
Partnerships

. Coordinate with concerned personnel from the Schools Division Office for the implementation of programs,

projects, and activities

programs

Assist in mobilizing the support of the School community and other stakeholders in implementing the

Prepare communications and correspondence to the concerned School stakeholders

Advocacy

community on the programs

Disseminate advocacy resource materials to increase the awareness and understanding of the School

Secondary Duties

—

. As may be assigned by the Supervisor

Page 2 of 2



Job Description — Ver. 2
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%ﬁ : JOB DESCRIPTION JD No. Revision Code: ___
Department of Education
Position Title Administrative Officer | Salary Grade 11
Parenthetical Title Administrative Officer | Governance Level School

Unit Elementary School or Junior High School Division
Reports to School head e Effectivity Date
Positions Supervised Administrative Assistants/Aides in the School | Page/s

JOB SUMMARY

This position is responsible for the implementation of an effective and efficient administrative support and selected financial functions
particularly on personnel administration, property custodianship, and financial-related tasks in the school.

~  QUALIFICATION STANDARDS

A. CSC Prescribed Qualifications

Education

Bachelor's degree relevant to the job

Experience

None required

Eligibility

Career Service Professional (Second Level Eligibility)

Trainings

None required

B. Preferred Qualifications

Education

Bachelor's degree relevant to the job

Experience

None required

Eligibility

Career Service Professional (Second Level Eligibility)

Trainin_g_s_

None required

Pags10f 3



Job Description — Ver. 2

KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

Personnel
Administration

Recruitment and Selection
Provide human resources management support to the school head and coordinate with AO IV (HRMO |II) of the
SDO in the following HR-related functions:
a. recruitment and selection of applicants in the school assigned
b. promotion and deployment of personnel in the assigned school by checking and validating the completeness
and authenticity of documents to be submitted to the HRMO for preparation/issuance of appointment
c. Prepare ERF of qualified teachers and submit to SDO for processing

Personnel Records

a. Update regularly 201 files and maintain database of personal information of school personnel

b. Act/assist the designated Agency Authorized Officer (AAQ) in the field in terms of verifying/approving GSIS
loans and agency remittance advice (ARA) as may be delegated

c. Consolidate daily time record (DTR) of school personnel and prepare monthly report of service (Form 7)

d. Monitor and record attendance/absence of school personnel and report to school head issues and concerns
related thereto

e. Acts on application for leaves of school personnel and facilitate recommendation by the school head and

approval by the SDS

Update vacation service/leave credits of school personnel and regularly communicate to all concerned

g. Maintain the confidentiality of personal information of school personnel to which he/she has legal access.

h. Coordinate with concerned offices, such as BIR, GSIS, PhilHealth, Pag-IBIG, CSC, and other
agencies/entities on the implementation of policies and guidelines relevant to personnel.

—

Compensation and Benefits
a. Compute and submit to SDO applicable personnel benefits for processing, funding, and release (e.q.
maternity benefits, step increment, salary differentials, overtime pay, proportional vacation pay, etc)
b. Monitor and prepare notices for step increments and adjustments of school personnel and submit to HRMO
for checking and verification
c. Process retirement/separation benefits of school personnel for indorsement by the school head to the SDO

Other HR-related functions
a. Update school personnel of the latest HR-related policies
b. Develop and present to the school head/HRMO innovative strategies in improving HR practice in the school
c. Assist the school head in performance management, rewards and recognition, and learning development
policies and practices implementation in the school

Page 2of 3




Job Description — Ver. 2
KEY RESULT AREA/S DUTIES AND RESPONSIBILITIES f

Prepare and submit HR-related reports to school head/HRMO

e. Coordinate regularly with the HRMO in the implementation of HR policies and guidelines

f.  Facilitate submission and approval by the SDS of Permit to Study/Practice of Profession, Authority to Travel,
and other school requests for school personnel.

=

Property a. Facilitate procurement of supplies, materials, equipment, etc of the school based on approved SIP/AIP or J

Custodianship as directed by the school head.

b. Ensure that supplies, materials, equipment, textbooks, and other learning resource materials are stored properly
in a secured facility.

c. Keep an updated inventory of all supplies, materials, equipment, textbooks, and other learning resource
materials.

d. Issue supplies, materials, equipment, textbooks, and other learning resource materials to requesting teaching
and non-teaching personnel of the school.

e. Prepare and submit reports on all property accountability of the school.

General a. Assist the school head in the preparation of School Form 7 (SF 7)/loading of teachers.
Administrative b. Assist the school planning team in the preparation of SIP/AIP.
Support ¢. Provide general administrative support to school head and teachers like reproduction of learning
materials, encoding of reports, preparation of documents, etc.
d. Perform other functions as may be assigned by the School Head.
Financial a) Assist the School Head on the preparation of the following documents such as but not limited to:
Management o Cash disbursement register

o Authority to debit/credit account
o Liquidation reports including supporting documents
b) For IUs, assist the School Head on the preparation of required reports from COA, DBM, and other oversight
agencies.
c) Facilitate submission of all financial documents to the SDO and/or bank, if necessary.
d) Provide assistance to other financial-related task of the School Head.
e) Perform other functions as may be assigned by the School Head.

Note: ltems 5.2 and 5.3 of the Department of Budget and Management (DBM) Budget Circular No. 2004-3 Conversion of Positions Performing Staff/Non-
Technical Functions (copy attached, for ready reference), essentially provides that positions allocated to the new position titles may be assigned any
combination of the duties and responsibilities of the previous position titles (including the AQ Il) such as AO I, Human Resource Management Officer |
(HRMO 1), Information Officer | (10 I), Public Relations Officer | (PRO i), Budget Officer | (BO I), and others. Please note that the scope of supervision and
Jurisdiction of an AQ Il at the school level is determined by the duties and functions assigned by the Principal/School Head (for Elementary/ Junior
High School) or Assistant Principal for Operations and Learner Support(for Senior High School).
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CHECELIST OF REQUIREMERTS Wi
Name of Applicant:
gon?‘lﬁnn Applied For-:-t—-_.-_.n, e T g Application Code; =
ice of the iti B led e T T ——
St Numl‘;:::unn Applied For: Sl A )
Rcligl':m: T s
Bthniciqr:—'—__"_' N T TR
Person with Disability: Yes | |
Solo Parent: Yes( ) No| {]' HE(H
Status of Veutication
. i Subiesion [To be filled-out by the HEMOY HR Office! sub-committee)
Basic Documentary Requirement {Ta be filled cust by the Status of
applicong Submission Remarks
Check: i submntted) [
A |letter of intent addreased to the Head of Office or Tighest
human resource officer
b. |Duly accomplished Persanal Data Sheet (FDS)
(CS Form No, 212, Revised 2017) and Work Experience Sheet, if
applicable
C. |Photocopy of valid and updated PRC License/ID, if applicable
d. |Photocopy of Certificate of Ehgibility/ Report of Rating, if
applicable
e. |Photocopy of scholastic/academic record such as but not
limited to Transcript of Records [TOR) and Diploma, including
completion of graduate and post-graduate unita;/degrees, if
available
f. _|Photocopy of Certificate/s of Training, il applicable
& |Photocopy of Certificate of Emplovment, Contract of Service, or
duly sizned Service Record, whichever is /are applicahle
h. |Photocopy of latest appointment, if applicable
i |Photacopy of the Performance Ratings in the last rating
period(s) covering one (1} year performance prior to the dendline
of submission, if applicable
J. |Checklist of Requirements and Omnibus Sworn Statement on
the Certification on the Authenticity and Veracity (CAV) of the
documents submitted and Data Privacy Consent Farm
k. |Other documents as may be required for comparative
assessment, such as but not imited to: =Y
Means of Verification (MOVs) showing Outstanding
Accamplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last
issuance of appointment
Photocopy of Performance Rating obtained from the relevant
waork experience, if performance raling in Item (i} is not relevant
to the position to be filled

Attested:

Human Resauree Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

I'hercby certify that all information above are true and correct, and of my personal knowledge and belief, and the documents
submitted herewith are original and/or cerrified true copies thereof.

DATA PRIVACY CONSENT

[ hereby grant the Department of Education the right to collzct and process my personal information as stated above, for purposes
relevant to the recruitment, selection, and placement of personnel of the Depariment and for purposes of compliance with the
laws, rules, and regulations being implemented by the Civil Service Commission.

Name and Signature of Applicant

Subscribed and sworn to before me this

Person Administering Oath

In consonance with Republic Az No. 8792 or the "Electronic Commarce Act of 2600°, {cflectrimic decuments shall huve the legal effect, walidity or enferesability as any other
document ar legal wniting and a) ¢xjhere the law requires & document 1o be in wriling. that requirenent is met by an clectronic document o the said electronic document
mzintaing it# [ategrity and reliabalily and con be authenticated 50 03 1o be usable for subssquent reference.




